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Cover Letter 


May 27, 2021 


Kathy Gutierrez Miller 
Newport-Mesa Unified School District 
Purchasing Department, Building A 
2985 Bear Street 

Costa Mesa, CA 92626 


Dear Kathy Gutierrez Miller: 


Thank you for inviting Staples to participate in the bidding process for Newport-Mesa Unified School 
District's office and school supplies program. At Staples, we are dedicated to helping organizations be more 
productive, connected and inspired. With dedicated account teams, category professionals, innovative 
brands and a curated assortment for work, Staples provides customized solutions to help your organization 
achieve their goals. The highlights of our solution include: 


e¢ Competitive program pricing based on your Request for Proposal requirements. 

e Accurated product and service offering including business essentials, facility solutions, breakroom 
offerings, business furniture and interior design services, pack and ship supplies, technology 
products and services, promotional products and print and marketing services. 

¢ Support from an Account Management team hand-picked for you, dedicated to providing insights 
and recommendations on Worklife solutions. 

e Free, accurate next-business-day delivery of in-stock items to your locations from our strategically 
located, state-of-the-art fulfillment centers. 

e Easy online ordering, with the ability to set spend limits and approval flows, a line-item budget 
center to charge orders to multiple departments and transactional details to easily reconcile orders. 
Order management is easy with shopping lists for fast reordering, order tracking, delivery 
notifications, free returns, reporting and online bill pay. 


This proposal provides pricing to which Staples is hereby committed. Our pricing offer is valid for 90 days 
from submission of this proposal. Should a contract not be executed in that time, we reserve the right to 
adjust pricing based on any incurred manufacturer price increases. Notwithstanding anything to the 
contrary, Staples reserves the right to adjust pricing due to the impact of tariffs, customs or duties imposed 
on the products. Legal or business terms, covenants and conditions are subject to further discussion and 
good faith negotiations between Newport-Mesa Unified School District and Staples. No terms (including 
any pricing) shall apply prior to the date the parties fully execute an agreement. 


We welcome the opportunity for further discussion. 
Sincerely, 


Megan Jina 

Business Development Executive 
(310) 213-9882 

Megan. Jina@Staples.com 


“« % 
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NEWPORT MESA UNIFIED SCHOOL DISTRICT 
2985 Bear St. Bldg A 
Costa Mesa, CA 92626 
(714) 424-5000 


BID # 129-21 
OFFICE & SCHOOL SUPPLIES AND EQUIPMENT 


Date and Time of Bid Opening: May 27, 2021 at 2:30 pm 


Place of Bid Receipt: Purchasing Department, Bldg A 
Newport Mesa Unified School District 
2985 Bear St. 
Costa Mesa, CA 92626 


NOTICE IS HEREBY GIVEN that the Newport Mesa Unified School District (the 
“District”’), pursuant to Public Contract Code Section 20111, now invites sealed bids for 
the award of a contract for Office & School Supplies and Equipment. 


Bids must be received by the Newport Mesa Unified School District no later than May 
27, 2021 by 2:30 pm and shall be in a sealed envelope clearly marked “BID 129-21” 


Bid documents may be obtained by downloading the document from the District web site, 
https://web.nmusd.us/bids2021 The District reserves the right to reject any or all bids or 
to waive any irregularities or informalities in any bids or in the bid process. No bidder 


may withdraw his bid for a period of sixty (60) days after the date set for opening of bids. 
All bids shall be made and presented on a form furnished by the District. 


Date of this Notice: May 6, 2021 


Newport Mesa Unified School District 


By: 


Jonathan Geiszler 
Director, Purchasing & Warehouse 


Published: | Orange County Register 
May 6, 2021 
May 13, 2021 


NEWPORT-MESA UNIFIED SCHOOL DISTRICT 


INSTRUCTIONS FOR BIDDERS 


BID NO. 129-21 


OFFICE & SCHOOL SUPPLIES AND EQUIPMENT 


. PREPARATION OF BID FORM: The Newport-Mesa Unified Schoo! District, hereinafter 
referred to as District, invites bids on the forms enclosed to be submitted no later than May 
27, 2021 by 2:30 pm. All blanks on the bid form must be appropriately filled in. Each bid 
must be submitted in a separate sealed envelope bearing on the outside the bid number and 
closing date. It is the sole responsibility of the bidder to ensure that their bid is received at 
the location specified in paragraph 2 below, no later than the time and date specified. Any 
bids received after the scheduled closing time for receipt of bids will be returned to the bidder 
unopened. 


. BID SUBMISSION ADDRESS: Bids shall be submitted to the Purchasing Department of 
the District. If bids are hand delivered or delivered by a delivery service (i.e. UPS, Federal 
Express, U.S. Mail, or private courier) they shall be delivered to the Purchasing 
Department, District Education Center, Building A, located at 2985 Bear St., Costa 
Mesa, CA, 92626. 


TO BE CONSIDERED, ALL BIDS MUST BE RECEIVED IN THE PURCHASING 
DEPARTMENT BY THE TIME AND DATE OF CLOSING. (NOTE: BIDDERS WHO 
MAIL THEIR BIDS SHOULD ALLOW SUFFICIENT TIME FOR THE INTERNAL 
DISTRIBUTION OF MAIL WITHIN THE DISTRICT.) 

FAXED BIDS AND BIDS RECEIVED IN THE PURCHASING DEPARTMENT AFTER 
DATE AND TIME INDICATED HEREIN WILL NOT BE ACCEPTED. 


. BID OPENING READING: All bids shal! be publicly opened and read aloud at the time and 
date indicated above, at the District's Purchasing Department, District Education Center, 
Building A, located at 2985 Bear St., Costa Mesa, CA 92626. 


. SIGNATURE: All bids must be signed in the name of the bidder and must bear the 
signature in longhand of the person or persons duly authorized to sign the bid. Unsigned bids 
will be considered non-responsive, thus resulting in rejection of the bid. 


. MODIFICATIONS: Changes in or additions to the bid form, alternate bids, or any other 
modifications of the bid form which are not specifically called for in the bid documents may 
result in District's rejection of the bid as not being responsive to this invitation to bid. Oral, 
telephone, telegraphic, or facsimile bids or modifications will not be considered. 
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ERASURES: The bid submitted must not contain any erasures, interlineations, or other 
corrections unless each such correction is initialed in the margin immediately opposite the 
correction by the person or persons signing the bid. 


WITHDRAWAL OF BID: Any bidder may withdraw his bid personally or by written 
request, to the Director of Purchasing and Warehouse, at any time prior to the scheduled 
closing time for receipt of bids. Any request for withdrawal received after the hour set for the 
opening of the bids will not be honored. 


INTERPRETATION OF BID DOCUMENTS: _ Bidders who find discrepancies in or 
omissions from the bid documents, may submit to the Director of Purchasing and Warehouse, 
a written request for clarification or correction thereof. A copy of all requests for 
clarification and the response thereto will be emailed to all bidders. Corrections will be made 
by addenda issued to each bidder. The District will not be responsible for oral 
interpretations. All addenda issued during the time of bidding shall be incorporated into the 
bid automatically. Questions regarding the bid may also be asked by emailing 
kgutierrez@nmusd.us 


AWARD OF A CONTRACT: The District reserves the right to reject any or all bids, or to 
waive any irregularities or informalities in any bids or the bidding, and to make its selection 
of items awarded based upon its best judgment as to which items substantially comply with 
the specifications, or which are most economical and/or best suited for the purpose for which 
they are intended. 

It is the District’s intent to award a contract to a single firm who is determined to be the 
lowest responsive, responsible bidder. Award will be made to the firm whom is the lowest 
bidder on the greatest number of the 170 items contained in the bid form worksheet only. 


Please submit prices on each item. If an items is not being bid, please indicate N/A or No- 
Bid. Although the District may request category percentage off discounts from bidders these 


discounts will not be considered in the award process, nor will the potential price increases 
submitted for additional years under this contract as the initial award is for one year only. In 
the event of equal bids, the award shall be made to the bidder located within the State of 
California, the County of Orange, and with whom the Purchasing Department of the District 
has had satisfactory business relationships, in the order named. All bids shall remain open 
and valid and subject to acceptance for sixty (60) days after the bid opening date. 


. PRICES: Bid each item separately. Prices must be stated in units specified or trade 


standard. The right is reserved to waive any informality in bids, to reject any or all bids, and 
to accept or reject any item or combination of items. In case of a discrepancy between the 
unit price and the extension, the unit price will be considered correct. Quote prices net 
including trade discounts, F.O.B. DESTINATION, FRT. PREPAID. 


. QUANTITIES: Quantities shown in Bid Form are estimates only, based on the best 


information available at the time. The District reserves the right to purchase more or less of 
the units specified at the unit cost bid. 


. ADDITIONAL QUANTIES: The Board desires the option to purchase additional quantities 


of the above item(s). State if you will accept orders for the additional quantities at the same 
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prices, terms and conditions, providing additional quantity does not exceed that shown above 
and providing the Board exercises option before June, 30th , 2022 


Option Granted __ Granted Option Not Granted 


13. SAMPLES: Samples may be requested before an award is made. If requested prior to 
award, samples should be submitted to the District’s Purchasing Department. Samples shall 
be provided at no expense to the District within five (5) days of request and shall become the 
property of the District. Failure to provide samples as requested shall be cause for rejection 
of the bid. 


All packages containing samples must be clearly labeled with bidder’s name. bid number, 
and each sample clearly identified as to the item number under which the sample is to be 
considered. 


If, in the opinion of the District, an item purchased on the bid does not conform to 
specifications or perform to the standards of the previous samples submitted, the District 
reserves the right to have the product tested by an independent laboratory. If the test shows 
that the product does not conform to specifications or meet the standards of the samples 
submitted, the cost of testing will be charged to the successful bidder and the contract may be 
canceled under the TERMINATION FOR DEFAULT section of the bid. 


14. DELIVERY REQUIREMENT: Timely delivery is essential. Delivery time shall be a factor 
in determining the award, as well as quality and price. Delivery shall be F.O.B. 
DESTINATION, FRT. PREPAID to the delivery location designated by the ordering school 
and/or administrative department for all transactions. No additional cost of shipping, 
handling, fuel surcharge, unloading or inside delivery charges will be allowed or accepted at 
any time during the contract period. Delivery must include packing slip that references the 
Purchase Order number that will be given when an order is placed. Lift gate and inside 
delivery will be required. Installation shall require furnishing, delivering, assembling, setting 
in place and installing items listed. Carting away debris will be the sole responsibility of the 
vendor. Vendor shall be required to deliver in stock equipment/supplies to various District 
locations (up to approximately 40 sites) within one (1) business day upon receipt of order. 


15. DELIVERY SCHEDULE: The District requires delivery by (see information provided in 
attached “Operational Summary and Requirements” section). The District reserves the 
right to make award based on delivery time quoted. 


16. BRANDS: Brand names are included for descriptive purposes to indicate the quality, 
design, and utility desired by the District, but the specifications are not intended to restrict 
competition. Brands of equal make or type to those specified will be considered unless 
otherwise so indicated in the bid. Each bidder shall indicate the manufacturer's name and 
model number of the brand(s) being bid (even if indicated in the specification) and may 
require testing in accordance with the INSPECTION AND ACCEPTANCE provision of this 
bid. “CAUTION TO BIDDERS: The Purchasing Department is not responsible for locating 
or securing any information which is not identified in the bid and reasonably available to the 
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purchasing activity. Accordingly, to ensure that sufficient information is available the bidder 
must furnish as part of the bid all descriptive material such as cuts, illustrations, drawings, or 
other information, necessary to the purchasing activity to (1) determine whether the product 
offered meets the salient characteristic requirements of the Invitation to Bid, and (2) establish 
exactly what the bidder proposes to furnish and what the District would be binding itself to 
purchase by making an award. The information furnished may include specific references to 
information previously furnished or to information otherwise available to the purchasing 
activity.” 


17. INSURANCE: Prior to issuance of a purchase order, the successful bidder shal! furnish the 
District with insurance endorsements evidencing insurance coverage and further indicating 
that the successful bidder’s policies have been endorsed to name the ‘““Newport-Mesa Unified 
School District” as an additional insured thereon, with provision made for cross liability. The 
endorsements shal] further provide the “Successful bidder’s policy is primary over any 
insurance carried by the District and that “the policy will not be cancelled or materially 
changed without thirty (30) calendar days’ prior written notice” being given to the District’s 
Purchasing Department. During the term of the contract, the successful bidder shall, at its 
own cost and expense maintain the following types of insurance: 


i, Commercial General Liability Coverage, “occurrence” form only, to include 
bodily injury and property damage for premises and operations, contractual 
liability, independent contractors, personal and advertising injury, and wrongful 
termination with a combined single limit not less than $1,000,000 per occurrence 
and an annual general aggregate limit not less than $2,000,000. The policy shall 
be endorsed to name the District, its governing boards and commissions and the 
individuals thereof, and all its officers, agents, employees, representatives and 
volunteers, as additional insured. 


ii. Workers’ Compensation insurance with limits as required by the Labor Code of 
the State of California and Employers Liability insurance limits of $1,000,000 per 
accident. 

iii. Business Automobile Liability Coverage with limits as required by the State of 
California. 

iv. 


18. FAILURE TO PROVIDE EVIDENCE OF INSURANCE, POST SECURITY, OR 
EXECUTE CONTRACT: In the event the bidder to whom a notice of intent to award a 
contract is given, fails or refuses to provide the certificates of insurance, required bonds, or 
return properly executed copies of the contract within seven (7) calendar days from the date 
of receiving said notice, the District may declare the successful bidder as nonresponsive to 
this solicitation and re-issue a notice of intent to award a contract to the next lowest 
responsive and responsible bidder, or may call for new bids. 


19. DEFAULT: In the event the bidder to whom a contract is awarded fails to perform in 
accordance with the terms and conditions of the bid or the contract, the District may 
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20. 


21. 


22. 


23. 


terminate their orders, in whole or in part, in accordance with the TERMINATION FOR 
DEFAULT provision of this bid. 


TERMINATION FOR DEFAULT: The District may, by written notice of default to the 
successful bidder, terminate the contract in whole or in part if: 


A. The successful bidder fails or neglects to perform any of the services listed herein in the 
manner and time specified, or if, in the opinion of the District, the items(s) provided fail to 
perform satisfactorily; 


OR 


B. The successful bidder fails to perform any of the other provisions of the bid or purchase 
order and does not cure such failure within a period of two (2) days (or such longer period as 
the District may authorize in writing) after receipt of notice from the Newport-Mesa Unified 
School District specifying such failure. 


In the event the District terminates the contract, in whole or in part, the District may acquire 
equipment, similar to those so terminated from another source and the successful bidder 
shall be liable for any excess costs of acquisitions of such similar supplies. 


VENDOR NOT OFFICER, EMPLOYEE, OR AGENT OF DISTRICT: While engaged in 
carrying out the terms and conditions of the contract, the successful bidder is an independent 
contractor and not an officer, employee, or agent of the District. 


EVIDENCE OF RESPONSIBILITY: Upon request of the District, a bidder whose bid is 
under consideration for award shall promptly submit satisfactory evidence showing their 
financial resources. The District may also request the names of at least three (3) references 
for whom similar supplies or equipment were provided during the previous year. The bidder 
must furnish this list within three (3) days after request. Failure to do so will be sufficient 
cause for default and the District may declare the successful bidder as nonresponsive to this 
solicitation and re-issue a notice of intent to award a contract to the next lowest responsive 
and responsible bidder, or may call for new bids. 


ANTI-DISCRIMINATION: It is the policy of the Newport-Mesa Unified Board of 
Education that in connection with all services performed for the District, there be no 
discrimination against any prospective or active employee engaged in the work because of 
race, color, ancestry, national origin, religious creed, sex, age or marital status, and therefore, 
the bidder agrees to comply with applicable Federal and California State laws including, but 
not limited to, the California Fair Employment Practice Act beginning with Labor Code 
Sections 1410 and 1735. In addition, the bidder agrees to require like compliance by all 
subcontractors employed by him. 
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24. INSPECTION AND ACCEPTANCE: _ All items provided under the contract shall meet or 
exceed the bid specifications and shall comply with all Federal and California State laws 
governing their production, handling, processing and labeling. Inspection and acceptance of 
all items shall be at DESTINATION. Items found to be defective or not in accordance with 
the bid specifications shall be replaced by the successful bidder at no cost to the District. 
Failure to replace said items shall be considered sufficient cause for default action under the 
DEFAULT provision of this bid. 


25. INSPECTION OF BIDDER’S FACILITY: The District reserves the right to inspect the 
facilities of the bidder prior to award of the contract, and, if representatives of the District 
determine after such inspection that the bidder is not capable of performing satisfactorily to 
the District, his bid will be ruled nonresponsive. Additionally, the District reserves the right 
to inspect the successful bidder’s facility during the contract period. 


26. INDEMNIFICATION: Bidder agrees to defend, indemnify, save, and hold harmless the 
District and any of their governing bodies, the individuals, thereof, and all! officers, agents, 
employees, representatives, and volunteers from all loss, cost, and expense (including, but not 
by way of limitation, attorneys’ fees and other related legal costs) arising out of any liability 
or claim of liability for injury, damage, or loss sustained or claimed to have been sustained 
arising out of, or occurring as a result of the Bidder’s performance or failure to perform 
services under this Bid, or resulting from or in any way directly or indirectly connected with 
the performance or nonperformance of the District, pertaining to this bid. Bidder further 
agrees to waive all rights of subrogation against the District and shall pay for any and all 
injury, damage, or loss to the District. The provisions of this indemnification clause shall not 
be limited to the availability or collectability of insurance coverage, nor do these provisions 
apply to any injury, damage or loss caused solely by the negligence of the District. 


27. PROTESTS AFTER AWARD: Any protest against the award of a contract pursuant to this 
bid must be received within five (5) calendar days after the notification of the posting of 
preliminary bid results. The District shall not be obligated to consider protests received after 
the above-specified deadlines. All protests must be in writing and submitted to the Director 
of Purchasing and Warehouse. 


28. DISCOUNTS: Cash discounts shall not be considered in determining low bid. 


29. CAL-OSHA: Bidders certify, by submitting their signed bid, that all items being bid meet or 
exceed all applicable CAL-OSHA Codes. 


30. PERMITS AND LICENSES: The Contractor and all of his employees or agents shall 
secure and maintain in force such licenses and permits as are required by law in connection 
with the furnishing of items herein listed. All operations and materials shall be in accordance 
with law. Failure to do so may result in termination of the contract under the default 
provision of the bid. 


3 


paar 


. EMPLOYEE BACKGROUND CHECKS At the time of contract award and during the 
entire term of the contract, the successful bidder, including all subcontractors, shall fully 
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32. 


33. 


comply with the provisions of Education Code Sections 45125.1 and 45125.2 when District 
determines that the successful bidder’s employees and employees of subcontractors will have 
more than limited contact with pupils in the performance of the work. In addition, it shall be 
the District’s responsibility to take appropriate steps to protect the safety of any pupils that 
may come in contact with the successful bidder. 


DRUG AND ALCOHOL FREE WORKPLACE The successful bidder hereby certifies, 
under penalty of perjury, under the laws of the State of California that under the contract he 
will comply with the requirements of the Drug-Free Workplace Act of 1988 (Government 
Code Section 8350 et. seq.) and the Newport-Mesa Unified Board of Education’s Policy (BP 
4020). Therefore, the work site shall be kept drug and alcohol free at all times 


TOBACCO-FREE WORKPLACE The successful bidder hereby agrees, under the contract, 
he will comply with the Newport-Mesa Unified Board of Education’s Policy (BP 3515.3) 
which states: “The Governing Board recognizes the health hazards associated with tobacco 
products, including the breathing of second hand smoke and desires to provide a healthy 
environment for students and staff.” Therefore, the work site shall be kept tobacco free and 
smoke-free at all times. 


. BID DOCUMENTS: The complete bid includes the following documents: 


Notice Calling for Bids 

Instructions for Bidders 

Operational Summary and Requirements 
Bid Form 

Non-collusion Declaration 

References 


Any of these shall be interpreted to include all the provisions of the other documents as though 
fully set out therein. The bidder should fully acquaint him/herself with the terms and conditions 
affecting the performance of the contract. Submission of a bid shall be taken as prima facie 
evidence of compliance with this provision. 
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35. RENEWAL OPTION: The initial term of the contract to be awarded through this offering 
shall be one year. At its discretion, the District with approval of the Board of Trustees may 
exercise its option to extend any contract awarded hereunder for a period of one or two years 
from date of expiration, under the same price, terms and conditions, subject only to 
manufacturer’s published price increases as set forth herein if it is found to be in the best 
interest of the District. 


Indicate if said Renewal Option is granted for one additional year: 
Granted Option Granted 
Option Not Granted 
Price increase shall not exceed 5% during the first renewal period, based on 
manufacturer’s increases documented and verified. 


Due to the extreme volatility in the present day market, Staples reserves the night the right to increase product based on current market conditions. 
Indicate if said Renewal Option is granted for a second additional year: 


Granted Option Granted 
Option Not Granted 


Price increase shall not exceed 5__% during the second renewal period, based on 
manufacturer’s increases documented and verified. 

Due to the extreme volatility in the present day market, Staples reserves the right the right to increase product based on current market conditions. 
It is agreed that if any renewal granted herein is exercised, the Board shall so notify the 
contractor prior to the expiration date. 


36. PRICE GUARANTEE: Prices are maximum for the period of the contract. In the event of a 
price decline, or should you sell the same materials under similar quantity and delivery 
conditions to the State of California, or the County Municipality, or Legal District of the 
State of California at prices below those specified herein, such lower prices are to be 
immediately extended to the Newport-Mesa Unified School District. 
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NEWPORT-MESA UNIFIED SCHOOL DISTRICT 


BID FORM 
BID NO. 129-21 


Pursuant to and in compliance with this bid, and all other documents relating thereto, the undersigned bidder, 
having familiarized himself with the terms of the contract, the local conditions affecting the performance of the 
contract and the cost of the work at the place where the work is to be done, hereby proposes and agrees to 
perform, within the time stipulated, the contract, including all of its component parts, and everything required to 
be performed and to provide and furnish any and all of the labor, materials, tools, equipment, and all utility and 
transportation services necessary to perform the contract and complete in a workmanlike manner all of the work 
required in connection with this contract. 


All in strict conformity with the specifications and other contract documents including any addendums for the 
amounts as set forth below. 


It is understood that this bid, once approved by the Newport-Mesa Unified School District Board of Education, 
is an annual contract to provide goods and/or services the District per this bid for a period of one year from the 
Board approval date. Any extension beyond the initial year must be Board approved. 


Bidder must adhere to the delivery schedule included in the bid documents, unless otherwise changed in writing 
by the District and provide all necessary insurance certificates as required in the bid documentation. 


It is understood that the District reserves the right to reject this bid as specified in the Instructions for bidders 
and that the bid shall remain open and not be withdrawn for a period of sixty (60) days. 


The initial term of the contract to be awarded through this offering shall be one year. At its discretion, the 
District with approval of the Board of Trustees may exercise its option to extend any contract awarded 
hereunder for a period of one or two years from date of expiration, under the same price, terms and 
conditions, subject only to manufacturer’s published price increases as set forth herein if it is found to be in 
the best interest of the District. 


Indicate if said Renewal Option is granted for one additional year: 


OPTION GRANTED Granted OPTION NOT GRANTED 


Indicate if said Renewal Option is granted for second additional year: 


OPTION GRANTED Granted OPTIION NOT GRANTED 


Price Increase shall not exceed 5___% during the first renewal period, based on manufacturers 
increases documented and verified. 

Due to the extreme volatility in the present day market, Staples reserves the Tight the nght to increase product based on current market conditions. 

It is agreed that if any renewal option granted herein is exercised, the District shall so notify the contractor 
prior to the expiration date. 


Piggyback/Cooperative Purchase: Pursuant to Public Contract Code 20652 and 20118, other districts and public 
agencies in the State of California may purchase identical items under the price, terms and conditions of this bid 
for up to three (3) years for supplies and materials, published by Newport-Mesa Unified School District, from 
the awarded vendor. 


The bid is piggybackable to all public entities throughout the State of California. 
OPTION GRANTED _Genied OPTION NOT GRANTED 
Vendor acknowledges its ability to submit invoices and proofs-of-delivery via electronic transmission, i.e. 
CXML or EDI: 
YES _ Yes NO 
Vendor will setup and accept ACH payments with the District: 
YES _ Yes NO 


The District request the option to purchase additional items from vendor's catalog not listed in bid. Please state 
percent discount to deduct from catalog list prices, these discounts will not be considered as part of the bid 


evaluation PIOCESS. The determination of the items/products within a specific category is at the sole discretion of Staples. 


Catalog List Prices less percentage discount for all items in catalog that are not on contract list by the product 
line as listed below: 


Copy Paper: 75 % Technology: 24 % — Toner: 32 % 
Printing: 42 % Office Supplies: 62 % Furniture: 39 % 
School Classroom Supplies: 58 % 


. Vendor acknowledges its ability to provide next day deliver on stock items after receipt of order: 


YES _ Yes NO 


. Price Sheets are considered part of the Bid Package and must be submitted with the sealed bid. 


***Electronic price sheets in Excel format should be emailed to: kgutierrez,@nmusd.us after bid opening. 


Date: ce, Pi /> Staples Contract & Commercial 
Proper Name of Bidder 
Sim Sohn 


ae 


Signature of Bidder 


Note: Ifa bidder is corporation, the legal name of the corporation shall be set forth above together with 
the signature of authorized officers or agents; if a bidder is a partnership, the true name of the firm shall be 
set forth above together with the signature of the partner or partners authorized to sign contracts on behalf 
of the partnership; and if a bidder is an individual, his full signature shall be placed above. 


OPERATIONAL SUMMARY AND REQUIREMENTS 
BID NO. 129-21 


Newport Mesa Unified School District seeks to retain a qualified vendor to provide 
Office & School Supplies and Equipment to all school sites, administrative offices, and 
central warehouse. The District makes no guarantee and shall not be obligated to 
purchase any specific quantity of the product and/or services specified herein. The 
District reserves the right to increase or decrease quantities as the District determines is in 
its best interest and according to operational requirements. 


ORDERING PROCESS 


1. 


The District’s Purchasing Department shall place orders on an as needed basis, 
primarily online, but also with the options to place orders by phone, or via email. 


Deadline to place orders shall be 5 p.m. for next business day delivery. 
An order confirmation must be sent via email once order has been placed. 
On-line access to vendor website must have password security. 

No item is to be substituted without prior written approval. 


No contact is to be made by vendor to any District site except the Purchasing 
Department, unless prior approval is given from the Purchasing Department. 


Orders placed must be delivered by the vendor in the units of issuance as 
specified on the pricing sheets herein. There shall be no restrictions, by the 
successful vendor, as to minimum or maximum quantities placed. 


ONLINE ORDERING SYSTEM REQUIREMENTS 


1. 


If the District elects to use the vendor’s on-line ordering system, vendor shall 
provide a secure, real time, on-line, internet based, ordering system which will 
allow the District’s Purchasing Department, School Sites, and Administrative 
Departments to place orders via Windows-based personal computers (PC). 


Ordering system shall operate during normal District business hours and shall 
allow 24-hour access. 


Vendor shall grant access to individual users by validating unique usernames and 
passwords. 


4. Vendor shall grant an online ordering system with an order approval path. The 
order approval path must be capable of having up to five approvers per order. 

5. Vendor shall grant an online ordering system that can provide the capability to 
create shopping lists and “saved” orders. 

6. Vendor shall grant an online ordering system that can provide a future delivery 
date option. 

7. Vendor shall provide contract prices whenever costs are shown. 

8. Vendor shall provide contract list on the ordering system. 

9. Vendor shall allow users to check on the delivery status of a previously placed 
order. 

10. Vendor shall allow the Purchasing and Accounts Payable Departments to be able 
check online for delivery status for all orders, with an option to print the proof-of 
deliveries. 

11. Vendor shall provide email confirmation when an order is successfully placed. 

12. Vendor shall! grant the ability for the Purchasing Department to have internal 
account management in order to create, update, and maintain ship-to information, 
user names and passwords. 

13. Vendor shall grant the ability for the Purchasing Department to have internal 
account management in order to approve, view, or cancel any placed order. 

14. Vendor shall provide a mandatory “Attention” Field to be populated in the 
Checkout screen as a requirement for order completion, and this Attention Field 
must be listed on all packing slips related to that order. 

15. Vendor shall provide a mandatory “PO Number” Field to be populated in the 
Checkout screen as a requirement for order completion, and this PO Number must 
be listed on all packing slips related to that order. 

16. Vendor shall provide an option to enter a Default PO Number that would 
automatically appear in the Check Out Screen if nothing is populated. 

DISCREPANCIES 


1. 


All discrepancies are to be submitted to vendor via on-line, or by email. 


All order discrepancies shall be handled between the Purchasing Department and 
vendor, and not the individual sites. 


Discrepancy items are to be picked up within 5 to 7 business days from time of 
notification or submittal of discrepancy. 


Hard copies or electronic copies of credit memos on discrepancy items shall be 
issued within 30 days of receipt of return and mailed to the District, attention 
Accounts Payable. 


Items received incorrectly by District due to vendor error are to be replaced by 
vendor. 


Items received incorrectly by District due to District error will be re-ordered by 
District. 


DELIVERIES 


1. 


All items ordered shall be delivered to the “direct delivery” address of the 
authorized District location. 


Successful bidder’s distribution center must be located within 50 miles of District 
Central Warehouse and Purchasing Dept. to facilitate same day emergencies if 
necessary or should they occur. 


Once order has been delivered, the ability to review and print proof of delivery 
must be available within 24 hours of delivery to the school site or department that 
generated the order, as well as the Purchasing and Accounts Payable 
Departments. The proof of delivery must include a signature of the person who 
signed for the delivery (if applicable), the Purchase Order number, the date of 
delivery, and the tracking number if order was not shipped via vendor truck. 


All orders for in stock items placed by 5:00 p.m. must be delivered on the next 
business day by 2:30 p.m. for school locations and by 2:30 p.m. for administrative 
offices or Central Warehouse, except holidays. 


Deliveries may not be left without obtaining signature of a school site, 
administrative site or Central Warehouse representative. 


Freight terms are to be FOB Destination, Freight Prepaid, no charge. 


Delivery is to be made to all District sites and administrative departments, 
including central warehouse. 


8. All deliveries shail include off loading and inside delivery. Delivery vehicles 
must be equipped with a lift gate, hand truck, or other apparatus necessary to 
complete inside delivery. 


9. All orders must include a packing slip in or on package number one (1), and the 
packing slip must list the PO Number and Attention Field. 


INVOICES 


1. All invoices are to be sent electronically via CKML format on a daily basis to the 
District. 


2. Statements are to be mailed or emailed to the District on a monthly basis only, 
attention Accounts Payable. 


3. All invoices are to include the following: 
Invoice number and date 
Purchase Order Number 

Vendor Order Number 

Date of order 

Date order was delivered 

Items and quantities ordered 
Ship to name and address 
Contract price of each item shipped 
Tax rate 

Tax amount 

Total invoice amount 


Rom rR me ao op 


4, Under no circumstances shall the District be liable for any late fees or interest 
charges. 


5. Serial numbers must be provided for all equipment if applicable. 


TRAINING 


In the event the District uses the on-line ordering system, the vendor shall provide 
training to District staff who will be users of the web based on-line ordering system, at no 
additional cost to the District. Training is to be comprehensive of all aspects of the 
system and its full operational capabilities. Training shall be available to all users and 
shall be provided prior to the release of the custom on-line ordering system for District 
user access to begin ordering. The training dates shall be determined at a later date and 
the training sessions shall be conducted at one or more locations defined by the District. 
Training shall be provided on an as needed basis for the term of the contract. 


The District will notify vendor if additional training sessions are necessary during the 


term of the contract. The Vendor shall have dedicated customer service representatives 
available to the District Monday through Friday during normal business hours (8:00 a.m. 
~ 4:30 p.m.) to coordinate training and all customer service needs. Phone support for all 
user training issues shall be available to the District during these hours. 


Training manuals shall be available for District users of the system at the training 
sessions. One training manual shall be provided by the vendor to each District employee 
participating in the training sessions. Throughout the term of the contract, the vendor 
shall be required to provide, upon request by the District at no additional charge, user 
manuals detailing on-line ordering system operations, features, etc. 


DEMONSTRATION OF ONLINE ORDERING SYSTEM 
At any time after the submittal of bids, vendor must be able to demonstrate its web based 


on-line capabilities at the District’s designated locations. Failure to provide this 
requirement will be cause for rejection of the vendor’s bid. 


Bid #129-21 


REFERENCES 


Please list references located in either Los Angeles or Orange County for contracts 
awarded to vendor during the past two years. The minimum value of the contract for the 
references listed below should be $100,000. 


1. Name of Reference: County of Orange 


Address: 1300 South Grand Avenue, Building A, 2nd Floor 


City/State/Zip: Santa Ana / CA / 92705 


Contact Person: Yarida Guzman Telephone: (714) 567-7368 
Value of Contract: $6.9 Million Contract Duration: 4 Ys 
2. Name of Reference: William $ Hart Union High Schoo! District 


Address: 21380 Centre Pointe Parkway 


City/State/Zip: Santa Clarita / CA / 91350 


Contact Person: Leigh Hanson Telephone: _(661) 753-5740 
Value of Contract: $350« Contract Duration: 2 Yeas 
3: Name of Reference: Santa Ana Unified 


Address: 1601 E Chestnut Avenue 


City/State/Zip: Santa Ana / CA/92701 


Contact Person: Jackie Hanna Telephone: (714) 558-5615 


Value of Contract: $150,000 Contract Duration: 5 Years 


NEWPORT-MESA UNIFIED SCHOOL DISTRICT 
2985 Bear St., Bldg. A 
Costa Mesa, California 92626 
(714) 424-5000 


Bid Number: 129-21 
Project Title: School & Office Supplies and Equipment 


NONCOLLUSION DECLARATION TO BE EXECUTED BY BIDDER AND SUBMITTED 


WITH BID 
(Public Contract Code Section 7106) 
Massocuuseti= 
State of Galifornia ) 
rs ) ss. 
County of \ ide SK) 
__) 
Sim Sohn , being first duly sworn, deposes and says that 
he or she is Regional Vice President Of Staples Contract & Commercial LLC , the party making 


the foregoing bid, that the bid is not made in the interest of, or on behalf of, any undisclosed 
person, partnership, company, association, organization, or corporation; that the bid is genuine 
and not collusive or sham; that the bidder has not directly or indirectly induced or solicited any 
other bidder to put in a false or sham bid, and has not directly or indirectly colluded, conspired, 
connived, or agreed with any bidder or anyone else to put in a sham bid, or that anyone shall 
refrain from bidding; that the bidder has not in any manner, directly or indirectly, sought by 
agreement, communication, or conference with anyone to fix the bid price of the bidder or any 
other bidder, or to fix any overhead, profit or cost element of the bid price, or of that of any other 
bidder, or to secure any advantage against the public body awarding the contract of anyone 
interested in the proposed contract; that all statements contained in the bid are true; and, further, 
that the bidder has not, directly or indirectly, submitted his or her bid price or any breakdown 
thereof, or the contents thereof, or divulged information or data relative thereto, or paid, and will 
not pay, any fee to any corporation, partnership, company, association, organization, bid 
depository, or to any member or agent thereof to effectuate a collusive or sham bid. 


Signature of Bidder 


Rev 2/20 Newport-Mesa Unified School District 
Non-Collusion Declaration 
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